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ATCACIHMENT 1

INSTRUCTIONS FOR GOMPLETING FORM NO. 30-11, REQUEST FOR THE APPROVAL COF FORMS

The follewing lnstructions ave keyed to the items apperring on Form No. 30-13.
Carbein items which are self-explanatory have not been included in the text
of the instructions.

From {0f85cs) « The Office of Psrsonnel plus the Staff or Division and
Branch mihmmﬁg, the proposal for new or revised form material will be
notod.

P
@

2. Hene of Peccopn 3o Conbact - The nems of the individus)l most familisr
with whe propused naterisl sjmuld be recorded in {his item.

30 Brief Desceoiptive Title of Propozed Yomm - Since ihis itean ofton reflechts
e TioTs need P The inal printed | forms, it is important thed %
Wrief descriptive title be meaningful and at the same tims dig ‘t.incst.ive
encugh o aid in differentisting the form from the msny othar forus ussd
uy the Agugy.

ke Zstimaded Monthly Usage - - This 4tem should Jndicate a cereful eaw.ma@a :
oF the eotwal rwmber of copies that will be used during e ong-month
period. &n exect figure would be difficult to estimete, of course, s but
the aw wrage nuriber Lo be used can uvsunlily be determined. Oare should
be gl¥en o corplelion of this item since the mumber of f@ms %o be
x:armta&i will be celeulsted fror the estimated menthly vsag

%o Uni, aam"i@n end/er Division Procedurally Initiating Froposed Form -
Welore ©o the conponent which will WLiii%c A€ prinved form. LT Hove
Yhan one component will initiate the form, this will be noted.

b,  (ther Tuterested Offices or Arsngies — If other Staffs or Divislons of
$56 OTGs oF Personnsl Have ¢ direst interest in the vse of the proposwd
naborial, this fsct will be recorded. In addition, interesied Agency
components other than this Office will be moted wlihioul exceptiom.
Approval of provosed form material is often dependent on goordination
with 21] IxvbearesSed parties, based on the nature of the fomnm.

7o Coordinated for Stendardiged apylﬁ cation - Applies to both intornel so-
ordination wiohin the CFfiss o Personnel and to cocrdipation with other
Agenny ecmponenis, as approgriate, Certain proposed forms do anol require
coordination in the gense of this item if they are for strict intemml
arpiination within a Staff or Dj,viaicno
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officsr,

Joacurronces im&ramﬁﬁ%xggmgfﬁces or Officlals) - Should indicate all
PRItLES GohcurTAng Ih Lhe UBe OF Lhe proposed Torm materiele

indicete Briefly What the Proposed Fomm Will Accomplish or
inforration provided by this item 18 the most lmportant Information Joiag o8
sented in respect to gaining sppreval for a proposed form. In aonpleting
the ltem, it zhould be sssumed that officisls receiving the accomplished
Forms fo. 301l are not famllisr with the proposed material or the proe-
cedures relating to it. A detailed statement, therefore, is desirsble,
If possible; a copy of Rew or revised written procedwres should be
ﬁgwmag 1o the Request Tor the Approval of Formse

Hio. of Copies Preparsd at One Yriting - Components to which the forms
are to Bo &mm@%ea will Be recorded under "Routed To®. The purpose
for the transmittal will be indicated under "Purpose Served by Routing®.
In the sveni that & form is reteined by the originating office, the word
¥rotained” should be noted under "Routed To¥ and the purpose served bty
retention under "Purpose Served by Roubing®,

vide - The

Hethod of Wri = Each method to be used will be moted Ly checking the
sppropriate boxies), This information is one of the factors considered

when gpecificetions sre mede for the type of paper to be used for repro«
duction of the form materiel. _ .

)6 utllised for eny given form will determime, 4in most cages s the need
for perforsticn, punching, permenengy end weight of paper, stc., reguired
for printing of the form material.

Remarks - May be used for continuation of smy of the sbove items or for
providing ony additional data pertiment to approval smd/or reproduction
of the proposed waterial, :

%@_ = Upon canmpletion of Form Ho. 30<11, the Staff or Division
of daltiating the request will sign both copies a3 authenticating -

@2&:
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[see FORMS R

REQUEST FOR THE APPwdVAL OF FORMS

THIS SPAC

DR RECORDS MANAGEMENT USE ONLY

APPROVED FORMWWITLE

STATINTL REGULATIONS FORM NO. CODE NO.|DATE APPROVED
COMPLETE IN DETAIL - SUBMIT IN ORIGINAL ONLY ‘
T0: Records Management and Distribution Branch THIS DATE
STATINTL Room 126, Bldg
FROM: NAME OF PERSON TO CONTACT ROOM NO. AND BLDG- TELEPHONE
(0fflce)

BASIC APPROVAL DATA

BRIEF DESCRIPTIVE TITLE OF PROPOSED FORM [__JNEW FORM ESTIMATED MONTHLY USAGE
] REVISION

FORM NO. OF EACH CURRENT FORM SUPERSEDED SUPPLY OF CURRENT FORMS
"1 70 BE USED "] *NO" TO BE USED

UNIT, SECTION AND/OR DIVISION PROCEDURALLY

INITIATING PROPOSED FORM OR MAINTAINING RECORDS THEREON

OTHER INTERESTED OFFICES OR AGENCIES

COORDINATED FOR STANDARDIZED APPLICATION

" ves [ 3wno

CONCURRENCES

(INTRA-AGENCY OFFICES OR OFFICIALS)
.

INDICATE BRIEFLY WHAT THE PROPOSED FORM WILL ACCOMPLISH OR PRO

N 2

o

@TTMH ONE COPY OF NEW OR REVISED PROCEDURE)

NO.

SQPYES PREPARED AT ONE WRITING

COPY ROUTED TO \V

PURPOSE SERVED BY ROUTING

U

1. [(orig.) P

2.

3

4,

5

6,

Te

8.

9

10,

METHOD OF WRITING [—JpenciL

1 PeN []TYPEWRITER

:OTHER (Specify)

TYPE OF FILE [C__JFOLDER (PRESS FASTENER! [ BINDER (3 RING) —vERTICAL [C—)OTHER (Speclfy)
[ IFOLDERVLLQOSE 9@ STAPLED) (T BINDER (POST! [ JVISIBLE
\Remarks:
Slgnature Telephone

*SUPPLIES OF 0BSOIf

FORM NO.

SEP 1983 30-11 REPLACES APR 53 EDITION WHICH

MAY BE USED.

IRFPARED IN TRIPLICATE




